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Ingtructions for the Preparation
of the Fiscal Year 1964 Operating Budget

1. PURPDER
The purposs for the sutmission of the budget is %o:

(2} Provide estimates of the costs of operations for the fimoal year
ending 30 June 1984

{b) Provide sufficient background inform:tion as » basis for reviswing
operations and establishing the smounts to be made availsble by
the sponsor

{¢) Provide such information as is required in the form of actusl and
estimated finencial statements to permit the evaluation of the
finsncial condition of the fund.

2, BUDGET PREPARED ON AN ACTIVITY BASIS

The budget for the fund should be submitted and justified on an activity
besis with the total costs of each activity being divided between operations
cost and capitel expenditures. Fund activities based upon the financial
statements currently Peing prepared may sppropristely be classified as
follows: Generel and Administrstive, San Francisco; Genmeral and Administrative,
New York; American Operations; Asian Operations; Editorisl; RFA; and Library.
This classification presumes that each of the organizational units ocarries
out e major function performsd by the fund; thus, s breskdown of the tudget
by major orgenizational unite should provide information concerning the
relative emphasis being plsced on various phase of operations.

3. INFORVATION RETUIR

In order to adequately serve the purposes as outlined in section 1, the
budget must contain the followlng information:

(s) Pinsncial statements

{1) A comparative balance shest showing the financiesl condition as
of 350 June 1952, 1953 and 1954,

(2) & comparative income and expense statement “or the periods
snding 30 June 1853 and 1954,

(3) A source and application of funds statement on & gross basis
for the periods ending 30 June 1953 and 1954, {Exhibit A)

In the preparation of the finencial statements, soctual operations for the

fiscal year 1953 should be shown rather than budgeted items which had originally
been approved by the sponsor. "Actual" operations should be estimated on
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the basis of expenses ard expenditures to date and probable expemses and
sxpenditures for the balance of the current fiscal year, Ia the preparation
of the income and expense stetement and the source and spplication of funds
statemsnt, the budgetary sotivities as described in paragraph 2 should be
used, This is the ususl expense clsssifiocation now being used by the fund
in prepering the monthly statement of Incoms and Fxpenditures. The source
and application of funds statoment oan be made on a "gross” baeis by
reflecting total inmcrsases in assets as sn application of funds snd decreases
in assets as a source of funds exclusive, of course, of sccounting adjust-
ments such as deprecistion, write-offs, snd similar nonefund items,

{b) Detalled supporting data

Dotailed justificetions will be sudbmitied reflecting the requiremente
of each budget ectivity (organisationsl umit). These detailed
Justificatione will be presented in two parts:

(1) A surmary of sotivity expenditures, (Exhibit B)

{2) Justification of each activity indicating the cheracter
(t.e., salaries, rent, travel, etc,) of expenditures, the
smount of each type of expenditure, end justification as to

- meed, In esch of these justifications emphasis should be
-~ given %o incresses which should be explained in detail im
each case, Individual items which involve a contimustion
of prior sctivity without material change in emphssis or
scope mey be described very briefly., Sufficient detail
should bs given, howsver, to indicate s continued need
for sush operations.

. The smounts shown 1n'these schedules should be taken from
the applied section of the source and application of funds
under the hesdings "To Operations” and "To Cepital”.

(o) Clsssifications to be used in the justifications

The justifications of each sstivity will be classified ea follows
and the types of expenses included under esch classification will
be itemized and explsined:

(1) Operationss

Salaries = N¥umber of employeess minipum end maximum salary
pald; rumbsr of U, S. Nationsls; numbsr of indigemous
employess; smount of overseas sllowsnces; explenation of
nead for increases im persounecl and statement of allowence
policy.
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Pravel and Related Transportation - Reflect basis of
estimate, whether travel is sdministrative travel or
transferring ewployees from one location to another;
policies concerning travel allowsnces; number of triva, sto.

Zelephone, telegraph snd related costs -~ Indicate details
supporting the sstimates for these costs,

Rents snd utilities =~ Indicate location, smount of spece
rented smd other pertinent elements included in the estimate,

Printing Costs - Operational printing should be charged to

s oategory - Printing inclidental to program operations
should be budgeted under this item. Printing incidental
to sdministrative cperations should be charged against
suprnlies,

Sugglien - Expendable supplies only should be reflected
under this category.

Equipment ~ Rental and maintenance of equipment,

Other Services - FProtective servicss, news service, consultents
foes, adressin- service, eto,

Represeutation and Entertainment

Other Costs = Taxes, insursnce, leasehold maintenance, ete,
{2) Capital expenditures:

Eggigmnnt - This category should include all items which
would normally be capitelized in the finenclal statements
of the fund," '

Comstruction = Only items of cemstruction comtemplated

should be described im detail with the eppropriate explanstory
information indicating the basis on which the estinmate was
developed, '

Othsr = Provids such details as necessary tc explain expendie
Tures for all capital expenditures except equipment and
construction,

(3) The details listed under each of the above clesses is
{1lustrative and is not all inclusive, Additional details
should be added, as required, to explain and Justily planned
operations,
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EXEIBIT 4

Statement of Sourse snd Application of Funds

Fisoal Years Ending 30 June 1853, 1954

Funds Provided

By Gontributicns * ¥ & ¥ % K & B ¥ 8 3 ¥ & %
By Operations:
Intersst Income 4 o

£ 2 & B 8 E & &€ = 5 ¥
Higoellaneous Inoome o + » s s = s ¢ s o
Sale of AgB80LE + i » ¢ + + » 2 ¢ 2 & 2 &
Beﬁrﬂlﬁ@ in Cash 4 ¢« o o 5 & s 5 5 & s o ¥
Deorease in Securities + « « o o« = 5 = ¢ ¢
Decrease in Other Agsets » o« + o ¢ ¢« » o

Totel funds provided by operations .

Total funds provided ., , » « » » s =

funds Applied

To Operations for:
{List esch mctivity separstely) . « « « »

Toteal funds eprlied to operations . .

To Capital Expenditures for:
ngi’i‘t esch sotivity separately)s « » « «

Total funds sprlied to capltal expenditures

To Increase In Cash o + o ¢ ¢« o o »
To Insresse in Securities o+ & » »+
Po Inaresse in Other Assets .« « » «

n & &
. » =
- & =
- = e

- L » » - »

N ¥ ©

n ¢ ¥ ® & 3

L

- - -

» - L] L} - »

. 2w =

Total funds applied * 5 % 2 8 ¥ & * & & & ¥

. ® » & ¥ &

4 * a& & ¥ »

Fiscal Years

43959 4954
¥
:
¢
g
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Summary Statement of Expenditures

Fiscal Years Fnding 30 June 1953, 1954

TXHIBIT B

o——"

Estimate for Year fnding 30 June

Increase (+)

hetivity : or
1. Library:
Operations o« s s s

Capital. .
Total.

2. Yditorial:
Operations

Capital. .

Total.

{Continue listing activities
in the manner illustrated)

Total expenditures:
Operations « + +» « »
Ca?ital - » * . * Ll L4 -

Total * » L
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